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UNEP/MAP - PAP/RAC 
INVITATION TO TENDER
PROCUREMENT SUBJECT: Providing National Support for the Organisation of Sub-regional Conference on Marine Issues in Albania, in the Frame of the “GEF Adriatic” Project
SIMPLE PROCUREMENT
Split, July 2020
1. GENERAL INFORMATION
1.1. Client information:
Name: UNEP/MAP – PAP/RAC (hereinafter: the Client)
1.2. Procurement type: Simple procurement
1.3. Estimated procurement value: Procurement value is estimated at USD 21.000 gross (including VAT).
2. INFORMATION ON THE PROCUREMENT SUBJECT MATTER
2.1. Description of the procurement subject matter
The subject matter is providing national support services related to the organisation of sub-regional conference on marine issues in Albania. The conference will be organised as part of the “1st International Conference on Water Environmental Protection and Sustainable Development WEPSD-2020”, supported by the Academy of Sciences of Albania. It is expected that the conference will take place two days and it will be organised in two parallel sessions: fresh waters and marine waters. Conference is scheduled for 23/24 October. 
The procurement is carried out as part of the project “Implementation of ecosystem approach in the Adriatic Sea through marine spatial planning” (GEF Adriatic) co-financed by the Global Environment Facility (GEF). 
In collaboration with the Academy of Sciences of Albania and coordinated by PAP/RAC, the selected Tenderer will be contracted for the implementation of the following activities, in Albania, as follows:
1. Provide logistical support for the organisation of the conference, including ensuring

· appropriate conference venue (with at least 2 big rooms for the parallel sessions, 2 smaller rooms for the working groups and 3 office rooms for the organisers);

· all necessary technical (including audio) equipment and support staff;

· simultaneous and consecutive interpretations (for the meeting documents and during venue) (Albanian, English);
· coffee and lunch breaks for 2 days, for approximately 100 participants; 
· stationery, handouts and other materials for the participants;

· the field trip;

· technical support prior and during the conference (including invitations to relevant participants, registrations, hosting etc);
· other as relevant;
2. Organise communication events and support for the promotion of the GEF Adriatic project, including

· Ensuring project visibility in all the conference promotional materials;

· communication and media work, focusing on promotion of the GEF Adriatic project;

· organizing promotional booth for the GEF Adriatic project;

· prepare project communication materials including posters and variety of promotional tools for the participants;
3. Prepare conference and communications reports, based on structure and contents agreed with PAP/RAC; 

4. Ensure regular communication and participate in regular meetings with PAP/RAC ensuring smooth preparation and operation of the event.

2.2. Deliverables and deadlines

The deliverables and tentative deadlines related to the activities/tasks defined in 2.1 are given in the table below:
	Deliverable 
	Tentative deadline

	1. Initial report on preparatory activities for the organisation of the event (indicating progress related to the actions listed in 2.1, with the invoices relevant to the venue organisation, where possible)
	End September 2020 

	2. Conference and communications reports, together with all the invoices relevant to the venue organisation
	End November


The above-listed deliverables shall be written in English language.
3. ELIGIBILITY OF ECONOMIC OPERATORS (SELECTION CRITERIA)
3.1.
Technical and professional capacity
The Tenderer shall prove the following:
· It is based in Albania 

· Has previous experiences in organising events, relevant for the Tender subject;
· Has enough staff to support organisation of the event.
For the purposes of establishing the grounds set out in item 4.1. of the Invitation to Tender the Tenderer shall submit the following in his Tender:
i) Technical description of the company/institution highlighting, among others, required technical and professional qualifications.
ii) Support letter from the Conference scientific organisers.
4. INFORMATION ON THE TENDER
4.1.
Tender contents and format
The Tender proposal should contain the following elements:
i.  Tender sheet filled in according to this Invitation to Tender, signed by the natural person or authorised representative of the Tenderer (Annex 1); 
ii.  Company/Institution profile, proving required technical and professional capacity; 
iii.  Support letter from the main organiser;
iv.  Cost statement filled in according to this Invitation to Tender, signed by the natural person or authorised representative of a Tenderer (Annex 2);
4.2.
Tender format and submission
Tender offers need to be drafted according to the requirements laid out in the Invitation to Tender.
Offers shall be sent electronically to the following e-mail addresses: paprac@paprac.org and marina.markovic@paprac.org with “Organisation of Conference in Albania” as the e-mail subject.
4.3.
Date, time and place of tender submission
Tender offers must be received by 20 July 2020.
All offers received after the opening deadline will be marked as late and excluded from the procedure. 
4.4 The Tenderer may amend or withdraw his Tender before the Tender submission deadline. The amended Tender shall be submitted in the same manner as the original and clearly marked as amended. The Tenderer may withdraw his Tender by submitting a written statement before the Tender submission deadline. The written statement shall be submitted in the same manner as the original Tender and clearly marked as a statement of Tender withdrawal. Alternative Tenders are not permitted.
4.5. Tender currency: US dollars (USD). 
To the Contractor shall express the price in USD, and the payment will be made in USD.
4.6. Language and script: The Tender shall be drafted in English language, using the Latin script.
4.7. Period of validity: 15 days from the tender submission deadline.
4.8. Price setting method
The Tender price includes all costs (taxes) and discounts pertaining to the services indicated as the subject matter of the procurement (i.e. gross amount). 
The Tender price shall be expressed in USD and written in numbers. The tender price cannot be altered.
5. AWARD CRITERIA
The Tender will be awarded according to the best price criteria. 

6. DUE DATE, MANNER AND TERMS OF PAYMENT
The Client shall make the payments to the Tenderer, based on invoices drawn up by the Tenderer. The invoices shall be issued in the following manner:

· First invoice is issued upon finalisation of deliverable 1 listed in chapter 2.2 of this Tender and clearance by the Client;

· Second invoice is issued upon finalisation of all deliverables listed in chapter 2.2 of this Tender and clearance by the Client.

The Client shall pay the issued invoices, pursuant to the prices set out in the selected Tender, within 30 days of the invoice receipt. An advance payment by the Client is not included.

Envisaged duration of the contract is 5 months.

Annex 1

Tender sheet

Tender date:








Contracting Authority: UNEP/MAP – PAP/RAC 
Subject of procurement: Providing national support for the organisation of the sub-regional conference on marine issues in Albania  
Tender price:
	Tender price gross
	

	Currency 
	USD


Bid validity date: (at least 15 days after the bid submission deadline)

Tenderer information:

	Name and address 
	

	National identification number
	

	IBAN
	

	SWIFT
	

	Bank name
	

	Contact details
	

	

	Procurement information 

	Description of deliverables
	Procurement value (gross)
	Percentage of the total Tender price

	Initial report on preparatory activities for the organisation of the event
	
	

	Conference and communications report, together with all the invoices relevant to the venue organisation
	
	

	TOTAL
	
	


For Tenderer
:
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 (Name and Signature)
Annex 2
Cost statement
	TECHNICAL DESCRIPTION AND COST STATEMENT FOR PROVIDING NATIONAL SUPPORT FOR THE ORGANISATION OF THE SUB-REGIONAL CONFERENCE ON MARINE ISSUES IN ALBANIA 

	No.
	Description of deliverables
	Unit 
	Approx. amount
	Unit price in USD (gross)
	Total USD (gross)

	1.
	Initial report on preparatory activities for the organisation of the event
	piece
	
	
	

	2.
	Conference and communications report, together with all the invoices relevant to the venue organisation
	piece
	
	
	

	
	Tender price (gross) in USD
	


In_______________2020
________________________________

(Full name of the legal representative)
(Signature of the legal representative)

� In case of natural person, the tenderer (person) itself; in case of legal person, its legal representative 
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